Coronavirus Relief Local Government Grants Program (CRL
OnCue System Navigation Walkthrough

b Michigan Department of Treasury

Coronavirus Relief Local Government Grants (G )Program Quartery Remrting

Michigan Coronavirus Relief Fund (CRF) ReportingQe) Quick Start Document

This document explains how to access and use the Miclgip Reporting (OnCuegstem to comply with the Coronavirus Relief
Local Government Grants (CRLGG) Program quarterly reporting requirements.

Who Needs to Us®©nCue?
Local governments thaeceived funds under the Coronavirus Relief Local Government Grants (CRLGG) Program. Payments were
issued to eligible local units on August 31, 2020.

What is OnCu@
OnCue is the system local units that received CRLGG funding must use to comply ®RL®BE Program quarterly reporting
requirements.

Howto Register in OnCue

Only email accounts loaded into OnCue can be used in the registration process.

E-mails were sent on October 19, 2020, to the contact email included on the CRLGG Grant OpeniogtiGersifibmitted to

Treasury. If alocal unit has not yet submitted an Opening Certification ;thailEvas sent to the contact person on file for one of

the following programs: First Responder Hazard Pay Premiums Program (FRHPPP), the Public Bafdiy Hedlth Payroll

Reimbursement (PSPHPR) program, the City, Village, Township Revenue Sharing (CVTRS) program or the County Incentive Program
(CIP).
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If a local unit did not receive anriail with the link to OnCue, please contact 53350155 or emdiTreasCARES
Reporting@michigan.gov

Wrong Email Loaded in OnCue/Need to Delegate Responsibility

If the email loaded in OnCue needs to be changed or if the Chief Administrative Officer (CAO(pietelgat another individual

to be responsible for reporting ancertifying the CRLGG program reportingthe local unifemail TreasCARES
Reporting@michigan.govrhe emaimust be clear whaheeds to be changed (new email loaded in OnCue or delegating
responsibility). The email should clearly indicate wiackal unit you represent, that you are the current CAO, how to contact you,
and provide the full name, titleemail,and contact information for the designee.

Once Treasury receives your requestpther email will be sent to the correct person responsible and/or delegated with further
instructions.

What happens ifl need to revist the webinar?
Use the following link to revisit thwebinar at any timenttps://www.youtube.com/watch?v=g90_ WpKi7fc.
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To access the system, you will use the liakd instructionsin the email that was sent directly to yofrom
donotreply@cginotify.net with the subject linedMichigan Cormavirus Relief Fund (CRF) Reporting Wiee is Livee If you did not
receive the email, cotact TreasCAREReporting@michigan.gavf you have any issues accessing the system, please contact the

Sigma Help Desk &IGMAFinancialHelpdesk@michigan.govlf the issue is password relate@NLY call (517)2840550.

- 8 x

a x 60

MI Coronavirus Relief Fund

CRF) Reportin .
(CRF) Rep 9 Log inas an OnCue Usby
This site is used to report CRF obligations and expenditures.

First time users will need to set a password. naV'ga“ ng to thdvl ICh I gan C R F
Registered users enter your email and password here: R e 9 0] rtl n gl Og | n pag e.

FIRST TIME USER OR FORGOT PASSWORD?

By entering my credentials | agree 1o th|

‘ If you are a firstime user you mustregister using an approved
If you have questions about reg )
Helpdesk@michigan.gov. email to set &Password. If yohave forgotten your password,
For general questions about CRY ~ . A - A = oz 7 PN , ,
LX S+ &S &Ffst Thi@ WseriokKRorgat Passwérd [ A Y

Forgot your password or
first time user?

Enter your email and we will send
you a reset password link

LT &2dz Ot A0] 2y GKS a&acCA
Link the system will bring you to this screen

email

GET RESET PASS\{ORD LINK

<BACK
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o Michigan.gov x + - X
C' @ micaresactdev.com/TaskDashboard o= RO
O Rise 360 Q The Vault @ State of Michigan L.. @ Self-Assessment - T.. Camtasia ~= Home - Infor Lawso... Q Special Taxes Proce... 4 [Webinar] Align You.. m Boards | Trello l Voya Login » Other bookmarks
Michigan.gov Tasks~ Michigan Dev &  ContactUs
Task Dashboard E
s
Task Dashboard
Start a New Report Existing Reports
Report Report Documentation/Examples Report Date Status 1D

Award, Contract or Expenditures less than $50,000

Award, Contract or Expenditures greater than or equal to $50,000

Upon login thefirst screen you will seis
the taskdashboardThis screen allows you
to start a new reportandview existing
reports and their statusThis screen is the
same regardlss of whatamount of CREG
funds you received.

CGlI Group Inc | Legal | Privacy
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o Michigan.gov x + - X
C' @ micaresactdev.com/TaskDashboard Yo o= RO
{:} Rise 360 Q The Vault @ State of Michigan L.. @ Self-Assessment - T.. Camtasia ~= Home - Infor Lawso... Q Special Taxes Proce... 4 [Webinar] Align You.. m Boards | Trello l Voya Login » Other bookmarks
Michigan.gov Tasks- Michigan Dev - Contact Us
Task Dashboard E
L3
Task Dashboard
Start a New Report Existing Reports
Report Report Documentation/Examples Report If you received CRLGG funds on Augu¥i&ss than
_ $50,000, utilize this report ONLY.
Award, Contract or Expenditures less than $50,000
Award, Contract or Expenditures greater than or equal to $50,000 _ If you received CRLGG funds on Augugm&af[er

than or equal to $50,000, utilize this report ONLY.

, To start areport, click on one of the repotypesto
Once on the Task Dashboard, two different reports can be the left. Be sure to read the infaration above to

started. Each is highlighted by a different color directly abo determinewhich report type is appropriate for your
It is your responsibility to know which report is applicable tc situation.

you and your situation. These grant amounts are only for
the CRLGQuhds, not for other CARES Act dollars you may
have receivedTo check your award amount visit
https://www.michigan.gov/documents/treasury/FY_2020_QC
LGGPayments _to CVTC 700372 7.pdf

CGlI Group Inc | Legal | Privacy
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@ Micngngov X + - 5 X
- C & micaresacidev.com/Taskinty/6574 o~ Q e 0
Michigan.gov Tasks~ Michigan Dev &  ContactUs

Report Michigan Sub-Recipient Expenditure %

Report Michigan Sub-Recipient Expenditure % CLOSE SAVE « SAVE & CLOSE

y Your progess on his expenditure report can be saved at atiyne.
ease el

your entity. A separate report must be created for each contract or grant award in the list.

Step 2: Expenditures

Note: Your State Vendor ID begins with either "CV" or "VS".
Step 3: Certification

Sub-Recipient Award or Contract Profile *
Finish Report

Are you the Sub-Recipient or State of Michigan Department submitting on behalf of a Sub-Recipient *
[ Sub-Recipient
_ State of Michigan Department

CGl Group Inc| Legal | Privacy
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Q Michgan gow * +

« C & micaresacidev.com/TaskEntry/6574

~aa 60
Michigan.gov Tasks~

Michigan Dev &  ContactUs

Report Michigan Sub-Recipient Expenditure % =

Report Michigan Sub-Recipient Expenditure X CLOSE SAVE « SAVE & CLOSE

eanes This expenditure report can be savexhd returned to at any time.

your entity. A separate report must be created for each contract or grant award in the list.

Step 2: Expenditures

Note: Your State Vendor ID begins with either "CV" or "VS".
Step 3: Certification

Sub-Recipient Award or Contract Profile *
Finish Report

Are you the Sub-Recipient cr State of Michigan Department submitting on behalf of a Sub-Recipient *
[ Sub-Recipient
_ State of Michigan Department

CGl Group Inc| Legal | Privacy
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@ Michgangow x S - o X
- C @ micaressctdev.com/TaskEntry /6574 o~ Qa % 6 0
Michigan.gov Tasks~ Michigan Dev &  ContactUs

Report Michigan Sub-Recipient Expenditure % =

Report Michigan Sub-Recipient Expenditure X CLOSE SAVE « SAVE & CLOSE

Step 1: Identification Information § A A .
Please enter your State Vendor Number below to locate the list of projects and related contracts or grants associated with

your entity. A separate report must be created for each contract or grant award in the list.

Step 2: Expenditures

Note: Your State Vendor ID begins with either "CV" or "VS".
Step 3: Certification

Sub-Recipient Award or Contract Profile *
Finish Report

L. Are you the Sub-Recipient or State of Michigan Department submitting on behalf of a Sub-Recipient *

Onlyselect the SubRecipient — .
. Sub-Recipient
option. ) State of Michigan Department This isStep 1: Identification Informatiorfor a report

on expendituresHere we fill in the fields shown. The
fields marked with an asterisk (*) must be filled out ar
the system will give you an error message when
attempting to finish the report.

This screememainsthe same regardless akport
selected

CGl Group Inc| Legal | Privacy
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This screen is for recipients who receiviassthan $50,000 in CRLGG fundisyou receivedgreater than or
equal to $50,000 in CRLGG funds, pkease thepageabove

&) g o = ¥ - - »
€ C 8 eaesacibecomyTankErayBI TS a « O 0
Michigan.gov Tasks« Michigan Dev & ContactUs

Report Michigan Sub-Recipient Expendiura X

Report Michigan Sub-Recipient Expenditure X CLOSE B sAVE o SAVE & CLOSE

Step 1: ldentification Information Reporting Period *

Step 2: Expenditures Choose. .. ¥

Step 3: Certification Current Quarter Aggregate Expenditure *
L |

Finish Report v

Total amount received during the guarter from the State for this program. *

This isStep 2: Expenditureslust as

above, we will fill in the fields shown
remembering that the fields marked
with an asterisk (*) must be filled ou
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This screen is for recipients who received greater than or equal to $50,000 in CRLGGIfymmisreceived less
than $50,000 in CRLGG funds, please move on to the next page.

& Mickigango x % - 8 x
L @ @ micarosascidev.com TaskEntry G374 a & 8 0
Michigan.gov Tasks- Michigan Dev & ContactUs

Report Michigan Sub-Recipient Expenditure X

Report Michigan Sub-Recipient Expenditure X CLOSE SAVE  « SAVE & CLOSE

Step 1: Identification Information

Reporting Period *
Step 2: Expenditures Choose... v
Step 3: Certification Review the attached instructions for further clarification of reporting expenditures.

Finish Report B

a. Administrative Expenses

Administrative Expenses

This isStep 2: Expendituresust as

above, we will fill in the fields show b. Budgeted Personnel and Services Diverted to a Substantially Different
remembering that the fields marked Use

Wltth an asterisk (*) must be filled Budgeted Personnel and Services Diverted to a Substantially Different Use

out.

c. COVID-19 Testing and Contact Tracing

COVID-19 Testing and Contact Tracing
Record was saved successfully

CGI Group Inc | Legal | Privacy
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@ ichigangow X+ - 8 X
& > C @ micaresacidev.com/TaskEntry 6374 Qa s« 60
Michigan.gov Tasks~ Michigan Dev &  ContactUs

Report Michigan Sub-Recipient Expenditure %X

Report Michigan Sub-Recipient Expenditure %X CLOSE SAVE « SAVE & CLOSE

Step 1: Identification Information

| certify that | have the authority as, or on behalf of, the subrecipient entity’s authorizing official responsible for
submitting and certifying expenditure information into the Michigan Coronavirus Relief Fund (CRF) Reporting website
(OnCue). | certify to the State of Michigan that to the best of my knowledge the information entered into OnCue for the
current reporting period is true, accurate, and complete. | further certify that any expenditures incurred in any manner
that does not adhere to the CARES Act and related official federal guidance shall be returned to the State of Michigan.
Additionally, | understand that the State omichigan will rely on this certification as a material representation in reporting
CRF expenditures to the federal government, that documentation supporting the reporting of expenditures shall be
maintained for (5) years and will be provided to the State of Michigan upon request.

*

Step 2: Expenditures

Step 3: Certification

Finish Report

Choose... v

This isStep 3: CertificationJust like in
the steps above, we will fill in the fields Please type your full name here: *
shown, remembering that the fields

marked with an asterisk (*) must bled

Position/Tilte *
out.

This screememainsthe same regardless o This is the date you are completing and
of report selected bl certifying this report.

MM/DD/YYYY

A

CGl Group Inc| Logal | Privacy
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&) Mistigan gow ® +

« C @ micaresacidev.com) TaskEntry 6374

Michigan.gov Tasks~

Report Michigan Sub-Recipient Expenditure %

Report Michigan Sub-Recipient Expenditure

Step 1: Identification Information

Step 2: Expenditures

Step 3: Certification

Finish Report

Michigan Dev

% CLOSE SAVE « SAVE & CLOSE

= a x

a s« 8o

Contact Us

The Report can't be completed until the following errors are resolved.

Step 2: Expenditures
o Total amount received during the quarter from the State for this program. is required.

Cancel Report Finish Reports the final step in the reporting
process if everything was filled out correctly.
However, in this example we made a mistake by
neglecting to fill out a required field. (See the
highlighted area above.)

This screememainsthe same regardless akport
selected

@Record was saved successfully

CGI Group Inc | Legal | Privacy
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@) Micrigan gov x| 4 = 3 ®
= O & micarciadides.com TackEntng 6374 [ 9 0
Michigan.gov T1asks- Michigan Dev & ContactUs

Report Michigan Sub-Recipient Expenditure X —]

% CLOSE SAVE + SAVE & CLOSE

Report Michigan Sub-Recipient Expenditure

H ification Inf i
SicpSilentine=tion Informmion Click on Finish Report to finish this Report.
The Report cannot be changed once it has been finished.

Step 2: Expenditures
Cancel Report

Step 3: Certification
Once all errors aréxed, this is what the Finish
Report screen will look like\s noted above,
please be aware that once Finish Report is

selected, no further changes to the report can
be made.

@ Record was saved successfully

CGI Group Inc | Legal | Privacy
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+6
@ Micrigangov x  + - a5 X
& 5 C @ micaresactdev.com/TaskEntryH374 a v 60

@ Confirm

Are you sure you want to finish this Report? The Report cannot be changed once it is finished.

- I

Due to the finality of the report once the Finish
Report button is selected, the system displays this

messagePlease note, that onc&EShas been
selected no further changes to the report can be
made.
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Once Finish Report has been selected, the system
brings you back to the Task Dashboard. Here you
see the report you just finished on the righand
side of this page, under existing reports. In this area
you can also see the status of the report ashasl
when it was submitted among other things. Please
make sure that the status of your report says
completed
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